
APPLICATION FOR RECORDS DISPOSITION STANDARD 
I 

4. Person to Contact 

Maryann MangoldfRae Lipsitz 

,i 

5. Working Title 6. Td.phon Number 

Assistant Treas./Secy. 586-5067 

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst. Management .!+sterns Oivision 
3. I)e~rt , Division. Sulrlivision & Administering Offtce Addr.p 
Finance and Administration Department 'bate Rreivad Application No. Date Cumpleted 

~ FOR RECORBS MANAPWENT OlVlSlON USE 
' 

Treasury Services 
2200 Peachtree Summit Bldg, ~ ~ ~ 

401 West Peachtree Street 1. Applicntion 12. hpt.  Application No. 

Earliest Latest 
1972 present Treasury Services Financial Transaction Reports File 

0. Division and Otfice Function What i s  the function Of the Division and tha Office in which this ncord win is cruted? 

The Division of Treasury Services is responsible for the receipt, investment, and disburseme 
of all funds, for maintaining integrity of financial assets and accounts, and for maintainin 
banking relationships. The specified responsibilities are to maintain effective internal co 
trol procedures to safeguard cash and other assets; ensures an adequate level of funds avail 
ability to meet current and planned obligations; ensures all funds disbursements are made in 
a timely manner and bear proper signatures and endorsements; administers the Authority's inv 
ment portfolio to maximize yield; assists in the development and administration of the Autho 
ity's Bond Program; coordinates the design, development, and implementation of. the Authority 
fare collection system; administers the Authority's bus fare collection system; and administ 
the Authority's transcard. program. 

I---- 

1. Record Series Description 

Omuments relating to: 

This file contains the follow& documents lincruk form numbnrand titles, if mvl: 
Attach samples of the file. 

the receipt, investment and disbursement 'of MARTA funds for maintaining 
integrity of financial assets and accounts, and for maintaining banking 

\relationships. 
Included are' 

Accoun analyses, Stop Payments, Investment Maturities, Check Signing Registe 
Books Check Receipt Books, Check StubsfImprest Accounts, General Fund Cash 

. Booked Grant Fund Balances, Bond Sales, Bank file folders, and Investment 
Matu ities Reports. 

Alphabetically, by subject, by fiscal year. 
File is arranged: 

~ ~~ 

1. Monthly Reference Rate 

One to six months bld ', 

twenty.five months and older 

How often are rikords refecred to whic6are: 
I i 

; Sq$n?o twd;e months - old ; Thirteen to twantv-four months old 
L . .  

i 4 7 
3 \ ' .  

I 
I. Annual Rate of Accumulation of &cord5 

Letler-size drawers : L.gal.size drawers : Shelve ~~ ; Other (cpecifvl 

3012 13/76) 
/ '  

- 
. .  



I I If ye$, attech copy. 
X h. 1s there a duplication of this series in y w r  offlee, rn-- 

If yes, whera? 

Is this wries lor a mspcportron of irl regularly murof~lmcd? .. X 
X I. DWS the record series rdsult In a c o m p u q  

I. 

The follorvlng require$ the series 10 bc kept: i. Rerention Rwuiranents 

years. years. d. Audit periqd 

VOOTS. e. Administraliw nwd 

years. 1. Federal retention instructions 

a. State Law 
b. Statute 01 limitation 

c. Federal law - --years. 

Attach COPY or axceft 01 Iuws or rqlulations. Exolein administrativc need. , 

yoid ,&+ (6) years past completion of project; then destroy. 

------------ - -- 
Approved Dormition Instructions This agency recommands that the  file sale$ I)e cut of1 at the end 01 each 

. .  . n * '  I I Calendat Yeai; Fiscal Yea,; 5 Oiher . ~~' ..: 
~~ ~ -- ------A then, 

.... . 

Hold in the current files area m o n t h k . - - - h Z L  yeark); (hen 
0 Transfer to I h lding area: hold yasrtr); then 

6a Transfer to & & c o r d s C e n t e r ; h o l d d '  k y e e r ( r ) e A  c O b p \ ~ & O n  
E4 h t r o y .  
0 Transfer to Stare Archives l6r permanent retention. 

0 Olha /Speofy/ 

p r 0 j P C t ;  -&,~r\ 


